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Time Keeping
SWCD district employees deserve a fair, consistent and equitable system for accounting and reporting their hours working on accomplishing the objectives of the district, the leave benefits they are allowed to accrue and use, and any additional overtime hours they work on behalf of the district.
DEFINITIONS

Pay status: The time an employee works that is monetarily compensated. This includes time off taken as a holiday, sick leave, annual leave or any other type of paid leave.
GENERAL PROVISIONS

The swcd’s processes and procedures for time accounting are governed by federal laws and swcd policies and procedures.  

The swcd board of supervisors establishes policies, rules and procedures regarding employee’s benefits as they relate to the time employees spend on the job, as well as time granted in the form of benefits, i.e., annual and sick leave.  

The swcd must also be accountable to the federal government or any other source providing funding for the swcd’s efforts. In addition federal law provides for the administration of certain benefits under the Fair Labor Standards Act for employees as they relate to overtime compensation and the Family Medical Leave Act (FMLA) which allows employees to be absent from work for family or medical reasons without fear of termination.

Employees will account for and document all time in pay status. A timesheet document will be completed, reviewed and approved by the employee and the swcd board within the timeframes established by the swcd board but prior to any payroll checks for this time being issued. In the event an employee is unavailable to complete a timesheet, the swcd board is responsible for its completion.  

If an employee is in travel status, that must be noted in the “Comments” section of the timesheet. This is to provide documentation of travel status on timesheets to support reimbursement of travel expenditures on an employee’s expense account.

Timesheet documentation will be maintained at the swcd office in an organized and easily retrievable manner, until the completion of a state or federal audit has been finalized for the time period in which the timesheets were completed.  
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